
14-21 Calendar Days

PS Project Support Note duplicate effort- LaGov & ProAct Data Entry

CM Contract Manager Scanning contract into LaGov & All Contract docs in ProAct

ED Executive Director

CFO Chief Financial Officer

OCR/OSP Office of State Procurement

SOS Scope of Services

DNR Department of Natural Resources

CPRA Costal Protection and Restoration Authority

RFP Request for Proposal

BA22 Budget Authorization Document

OCR/OSP 

Technician

CPRA Contract 

Manager

Project Support

Proposer

DNR Technician

As-Is Consulting Services Rev 6.18.16

3 Calendar Days 2-4 Calendar DaysAverage time frames:  14 Calendar Days 2-3 Calendar Days
30-45 Calendar 

Days

14 Calendar Days - 

Concurrent

14-21 Calendar Days - 

Concurrent

30-45 Calendar 

Days
15-30 Calendar Days 1 Calendar Day

CM Submits 
requests for RFP 
via email/memo 

with SOS 

PS proofreads, logs 
and sends 

forms/RFP with 
SOS to CFO 

Executive Director Signs 
Contract Award Packages

PS sends fully 
approved contract 

from Proposer 
(Award, Contract, 

BA22) to DNR 

OSP 
Reviews 

RFP 

PS  advertises 
According to 

Guidelines & Regs in 
newspapers & 

websites 
(DNR/CPRA/LaPac) 

Proposer 
submits 

questions to 
DNR 

PS compiles 
questions 

PS /CM/CFO 
Respond to 
Questions  

PS Post 
Responses to 
LaPac, CPRA, 
DNR websites 

Technical  
Committee 

reviews 
proposals 

Selection Committee 
Review 

 ($, award, duration) 

PS compiles 
answers to 
questions  

Compose 
disqualified 

letters  

Notifies 
CM/PS of 
Decision  

Notifies Division Chief 
of Duration, Amount of 

Contract, & # of 
Awards   

Single 
Award   

14 Day Protest 
Period Begins 

Notify 
Executive 
Division 

Project 
Halted 

Prepare contact 
award packages  

PS mails 
contract 

package to 
successful 
proposer

DNR Mails 
Approvals 
(not CPRA)  

OSP Review 
(up to 6 
weeks) 

DNR/PS Admin 
Review of 

proposals for 
Acceptance (per 

checklist) 

Yes 

No 

Yes 

Yes 

IDIQ Multiple Award 

PS Draft Successful 
& Unsuccessful 

Letters 

CFO Reviews 
Draft Letters 

No 

Mail/email 
successful & 
unsuccessful 

letters to 
Proposers 

Yes 

Receive 
successful & 
unsuccessful 

letters 

Yes 

No 
Proposer 
signs & 
returns 
contract 

Determine 
correct response 

based on 
proposers 
objection

No w/ Proposer Objection 

PS generates 
response 

from input

Response Requires 
Change in Contract 

Language 

Executive 
Director Signs 
Contract with  

Updated 
Language

Project Support resubmits 
contract to Proposer

DNR 
receives & 
sends to 

OSP 

No 

Yes 

PS & CM receive 
email from DNR that 
contract is officially 

Approved & 
Recorded 

Yes 

Yes 

No 

Selects 
Technical 
Review 

Committee  

RSIQ proposals 
submitted to DNR 

& CPRA 

Proposer 
protests  

Do-loop - PS, CM, CFO for revisions 

ED Exec 
Approval 

CFO Exec 
Approval 

Yes 

Revisions needed - 
PS to determine 

responsible party 
to revise 

No 

No Make 
revisions 

Notify CM 
Eliminate 

Project 

OR 

Following CFO & 
ED approval, PS 
submits to DNR 

Proc & Acct 

Yes 

DNR 
Procurement 

review 

DNR Accounting 
Approval - 

funding 
verification 

DNR Proc & Acct  - 
both cleared for 

submission to OSP 
for review 

Yes 
Yes 

PS is notified 
by DNR of 

funding 
verification 

No

Do-loop - 
(Revisions) DNR 

submits 
comments to PS. 
PS corresponds 
with CM/CFO 

No 

OPS notifies 
DNR of 

approval 

Yes 

DNR notifies 
PS of 

approval 

PS notifies 
CM of 

approval 

CM receives 
notification of 

approval 

CFO 
reviews 

Proposer 
Disqualified 

PS mails 
letters PS revises letters 

No 

Yes ED signs 
letters 

ED signs 
letters

CFO Reviews 
Contract 
Award 

Package 

No 

Yes 

DNR Acct sends 
approved BA22 

form to PS

PS requests 
BA22 from 

DNR

PS determines 
if legal 

response  
needed 

Yes 

No 

Project Support 
edits contract 

language

CM corresponds 
with firm's contract 

manager 

Add contract 
to active 

spreadsheet

Do-loop - PS, DNR, OSP for revisions; 
may need to go all the way back to 

drafting 

Do-loop - (Revisions) OSP submits comments to DNR. DNR 
coordinates with PS. PS corresponds with CM/CFO. 

DNR receives 
questions and 
transmits to PS 


